ePM Quick Reference Guide #063

Using the ePM Invoices OBA

What is the Invoices OBA?

The Invoices Office Business Application (OBA) allows a user to
enter invoices using an Excel spreadsheet which will, in turn, create
the ePM records. It will generate the cover sheet for the Form 184
as well as the detailed sheets needed to show the invoice SOV
breakdown. This application would be useful for General
Contractors to submit their invoices to the PM for review and
approval. GSA staff can also easily enter invoices that have been
submitted to them manually from the contractors.

Who Will Use This?

2. 2 2 2 2

Vendor

Project Manager
General Contractor
GSA Contracting Officer
GSA Budget Analyst

Entering Invoices using the OBA

1. Open the Invoices OBA by going to Start > Programs > ePM > Invoices OBA > Select Invoices
OBA. *HINT* A shortcut to the OBA program can be created in the computer desktop.

[@ Misc Expenses OB

[T Project Initiation OBA

Bl Invoices OBA
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4

3

£+ Invoices OBA
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2. This will open the application in Excel and prompt for login information to ePM. Enter ePM User
Name and Password. Click OK. Make sure the Host Name and Org read exactly as the picture

below
e-ePM
&F’I‘-ﬂ Electronic Project Management
Hoszt Mame: |https:.-".-"epm.pbs.gsa.gov.-"prolianc:e |
Org: |pbs |
U zernarme: |ffEdb|DQQS |
Password: | |
I ok I [ Cancel ]

3. Once logged into ePM, the system will generate a list of available Projects based upon security
access.

£ Select a Project

42 Projects:

Mumber Program Title

970 Test Program & L1 - Cantractz and Maods OBA - Praject 1a

972 Test Program & L1 - Mizc Expense OBA - Project 1a

973 Test Program A L1 - Mizc Expenze OBA - Project 1h

968 Test Program A L1 - Pl OBA - Reqional Admin Project 3

L 1]4 ] [ Cancel

Select the Project intended to enter invoices for. Click OK.
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4. The Excel window will now be accessible. There are three tabs available for entry; Form 184,
Form 184A, Form 184B. These tabs represent the invoice cover sheet and the detailed sheets
needed for the SOV breakdown. Select an action of New from the ePM menu to continue.

3

4 Project:[L1 - Invoics OBA - Project 1a | Vendor Invoice Ho.:
5 Location:| | Contract lo.:
[ Title: *[ 1l Date:
7 Cost Period:
8 Contractor: Pegasys Document Humber:
9

10

1"

12

13

14 COMPLETION DATES PERCENT COMPLETED
15 Initial Contract: Est. St Through This Month:[ 0%
16 Revised Contract:| | Actual st | |

17

18 =
19 Progress Satisfactary?

20 Material Delivery Satisfactory? Shop Drawing Submission satusvaclow?l:l
21 Construction Equipment Satisfactory?

22

23 lote: *

24

25

26

27

b Progress Payment Summa

29 1. Initial Contract Amount

30 2. Change Orders (Additions)

3 3. Change Orders (Deductions)

32 4. Total Contract Amount To Date

33 5. Value of Work Completed To Date $0.00

34 6. Value of Work Completed Under Change Orders 50.00

35 7. Total Value of Stored Materials 50.00

36 8. Total Value of Completed VWork and Materials 50.00

a7 9. Less Retainage

38 10. Subtotal 50.00

39 11. Less Previous Payments

40 12. Amount of Payment This Report $0.00

W4 b ] 184 104A 71848 FD 0 m

5. Click New from the ePM menu. A Contract selection screen will appear. Select the Contract to
be linked to the new invoice to be created. Click Ok.

ePM = &

Connect

Mew
Save
Cptions #

About
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& Select a Contract

&2 Contracts:

Wendor Number Title State

GC Testing Company 11 Contract #1 - Mo Retainage Pending S0% Appro...
GC Testing Company 2222 Contract #2 - Summary Retainage Appraved S0V

GC Testing Compary 3333 Contract #3 - Line [tem Retainage Pending 504

GC Teszting Compary 4444 Contract #4 Pendir !

Mote: Entry fields
marked with an
asterisk (*) represent
required entry fields.

All of the gray fields
are automatically
entered based upon
the Contract selected.

L oK ] [ Cancel

6. Enter the following information on the Form 184 tab for the Invoice:
a. Title*
b. Progress Satisfactory? (dropdown selection)
c. Material Delivery Satisfactory? (dropdown selection)
d. Construction Equipment Satisfactory? (dropdown selection)
e. Shop Drawing Submission Satisfactory? (dropdown selection)
f. Note*

7. Click the ePM > Options menu selection and Validate the document. A confirmation message will
appear notifying that it validated successfully. Click OK to return to the document.

ePM Invoices DBA |X|

Document walidated successtully,
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8. Click on the Form 184A — Contract Breakdown tab.

B Invoice

Contract Breakdown
Report io:
lease ]

Contract No.:

Total:|

o0 | ~1|o|on| & |wa|ra

5739,780.00 | $1,000.00 | 54,500.00 | (5500.00)|
{VALUE OF WORK COMPLETED : :

TOTAL VALUE OF
ITEM DESCRIPTION TOTALVALUEOF | 1\ o7 REPORT | SINCE LAST REPORT VALUE OF COMPLETED WORK AND|

. NUMBER, - BRANCH o MATERIALS uATERALS
10 1item1 §540,000.00 ¢ £300.00 $1,500.00 } 51,600.00
118 2iem2 i s Tsn00 §700.00 300000 | 8330000
12

13

14

18

16

7

18

19

20

21

22

23

24

25

26

27

28

29

¥ —1
32

33

34

35

36

37

38

39

40

W 4 ¥ H[ 184 | 184A 184B 7] [ m

9. Enter the information in the following columns:
a. Since Last Report (Amount)
b. Value of Materials (Amount)

10. Click the ePM > Options menu and Validate the document. A confirmation will appear notifying
that it validated successfully. Click OK to return to the document.

ePM Invoices OBA f'5__<|

Document walidated successFully,
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11. Click on the Form 184B — Change Order Breakdown tab.

A B [ D E. B G 1 J K L i

il Invoice
Pl Change Order Breakdown

Totat] S0 ] x|

o | ~|o| | &)

00
VALUE OF WORK COMPLETED

TOTAL VALUE OF
|comPLETED WoRK AND|
MATERIALS [y
g

VALUE OF
TO LAST REPORT | SINCE LAST REPORT T

TOTAL VALUE OF
‘CHANGE ORDER # / DESCRIPTION pre i

TEM
NUMBER

| 184 ,“184A | 184B ¥ T

Note: If there are no Change Orders entered
against this Contract, this tab will be empty.
Attaching Change Orders to the Invoice is not
necessary. The system will do that
automatically regardless of the cost period.

12. Enter the information in the following columns:
a. Since Last Report (Amount)
b. Value of Materials (Amount)

13. Click the ePM > Options menu and Validate the document. A confirmation will appear notifying
that it validated successfully. Click OK to return to the document.

ePM Invoices OBA b__q

Document walidated successFully,

14. The values on the Form 184 tab under the Progress Payment Summary will update automatically
based upon information entered on the Form 184A and Form 184B tabs.
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15. Click Save in the ePM Menu to Save the document. A confirmation message will appear notifying
that the document is being processed and sent to ePM.

Invoice documents are saved in the In Review state.

ePM Invoices OBA

Document has been sent to ePM For processing.
You will receive an ePM Motification when the processing is completed.

16. Click OK to return to the document. The OBA can be closed without interrupting the processing
of these documents in ePM.

Verifying Invoice records in ePM

1. Login to ePM and select one of the projects were Invoices were created against.

2. Select Invoices under Contract Management > Obligations > Invoices drop down menu. The
records will be listed in the register. Click on the desired invoice record line item to open the
document for review.

= Applications

Budget & Reporting
= Contract Management
= Obligations
[z Contracts
Ll Contract Modifications

¥ Invoices

few | Delete | Print w| Refresh | Help Iterms 1ta 1 of 1
Project Home View [All - By Receiving Cor ¥ apsly | [ [Find]
Natices D| vendor lnvuic...V‘ vendor A‘ Current State Title Cost Period Base Contract... | This Invoice ... | Payment Status |

= Applications [~ 20100104-03-01 GC Testing Cempany Pending Approval Invoice 01 01-Jan-2010 0.00 50,000.00 Unpaid

Budget & Reporting
B Contract Management
= Obligations:
0 Contracts
) Contract Modifications

LI Invoices
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3. The Main Page will contain the information entered into the Form 184 tab from the Invoices OBA.

ﬂ Edit J;:v‘ Options ™ | '+ Forward 5 b @
[ 0 0 4 P ding Appro
Main | Financial Summary | . | Line Items | Payments | Settings | Properties
= SUMMARY A
Current State Pending Approval This Invoice Net $50,000.00
Titl ; o Payable Amt
itle nvoice
Contract Currency usp
Vendor I i .
Nﬁ'rlnl:?err nvoice 20100104-03 - 01 Payment Status Unpaid
Originating Contract @Cont_rac:t =3 - cost account with  geguence Number 1
reporting codes
Holds Against QD BCHM Integration v
Enabled
Draft Invoice Date
= DETAILS
Current State Pending Approval
Wendor Invoice Number  20100104-03 - 01
Title Invoice 01 B
Originating Contract BiContract £3 - cost account with reporting codes
Sequence Number 1
Cost Period Jan-2010 (01,/01/2010 to 01/31/2010)
Approved By
Released By
Payment Status Unpaid
ADDITIONAL INFORMATION
= DATES
Mraft Tnvnire Nate b
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4. The Line Items page will contain all of the detailed information entered into the Form 184A and
Form 184B tabs of the Invoices OBA.

++
e

P edic | % optians |+ Farward 5

General

INVOICE: Invoice 01 (20100104-03-01) = Pending Approval

Main | Financial Summary | . | Line Items | Pavments | Settings | Properties

Display Columns: Rows: 2 Columns: 23
*

»

2= | oE |

Scheduled Source Scheduled Line Number Branch Branch
Document Amount

B Contract #3 - cost ... 1 Work Item #1 6,000,000.00
E, Contract £3 - cost 3... |2 Work Item =2 4,000,000.00

< >
Ready Pagelofi=[}F———— + #»

Tatal Scheduled Amount $ 10,000,000, Progress To Date % 50,000.00 Previous Progress $0
Progress This Invoice $50,000.00 Retainage This Invoice $0 Net Payable This Inveice $ 50,000.00
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Tips

\/ When presented with password update requests such as noted in the sample below, update the
password by clicking OK and entering the appropriate data in ePM Password Change dialog box.

ePM Invoices OBA

The passwaord for this account must be reset.
The only allowed action in ePM with the current password is to change the account password,

&+ ePM Password Change

cﬁ Change Password

Old Password | |

MNew Password | |

Confirm MNew Password | |

| ok | | Cancel |

\/ Save the Invoice spreadsheet and continue working on it. User will be prompted to log into ePM
again when the spreadsheet is opened.

Enter Invoices against an existing Contract in ePM.
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\/ Use and open multiple ePM OBAs using the Meridian Systems Application Launcher tool.

\/ Clicking the online help button provides generic help related to Invoices, NOT for the specific uses
of GSA’s Invoice documents.

\/ To expand or collapse sections in a document, click on the double headed arrow buttons:

For additional help and support, contact the local ePM Regional Point of Contact.
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